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REPLY TO

ATTN OF: AD-442:Aytes

SUBJECT: JOB APPLICATION REQUIREMENTS - REMINDER

       TO: All ORO and OSTI Employees

We have recently received several application packages from Oak Ridge Operations Office (ORO)
and Office of Scientific and Technical Information (OSTI) employees that have not included  
information on the employee’s current position title, series and grade, accurate dates of service in
positions, and other key data needed to determine the employee’s qualifications for the position for
which they are applying.  In at least two instances the lack of such information resulted in
candidates being rated not qualified.  

The ORO Merit Promotion plan, ORO O 320, Chapter VII, dated 9/30/96 and the prior 9/1/89 plan
state that only material submitted in the application package be considered when determining
qualifications and ranking of a candidate.  Therefore, my staff cannot use personal knowledge or
information from the candidate’s Official Personnel File to supplement the application material
when making these determinations.  The reason for such a limitation is that we cannot legally limit
consideration of candidates to ORO/OSTI employees, and we would not have access to such data
for candidates from other Departmental elements or other agencies.

With this in mind, I want to remind you of the information your resume or application must
contain.  These requirements may also be obtained from the Office of Personnel Management’s
(OPM) publication “Applying for a Federal Job,” OF-510.

Job Information:
S Announcement number, title, and grade(s) of the job for which your are applying

Personal Information:
S Full name, mailing address (including zip code) and day and evening phone numbers
S Social Security Number
S Country of citizenship
S Veterans’ preference
S Reinstatement eligibility
S Highest Federal civilian grade held (give job series and dates held)
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Education:
S High school: name, city, and state (zip code if known), date of diploma or GED
S Colleges and universities: name, city, and state (zip code if known), majors, type and year of

any degrees received.  (If no degree, show total credits earned and indicate semester or
quarter hours.)

Work Experience:
Provide information for paid and nonpaid work experience related to the job for which you are
applying.  Do not send job descriptions.

S Job title including series and grade if Federal job
S Duties and accomplishments
S Employer’s name and address
S Supervisor’s name and phone number
S Starting and ending dates (this includes month and year)
S Hours per week
S Salary
S Indicate if we may contact your current supervisor

Other Qualifications:
S Job-related training courses, including title and year
S Job-related skills, e.g., other languages, computer software/hardware, tools, machinery,

typing speed
S Job-related certificates and licenses (current only)
S Job-related honors, awards (indicate type and whether monetary or nonmonetary), and

special accomplishments, e.g., publications, memberships in professional or honor societies,
leadership activities, and public speaking.  Give dates of this information but do not send
copies.

We understand that with the SF-171, Application for Federal Employment, no longer being
required, it is easy to overlook certain essential information when applying for a position. 
However, to ensure regulations are followed and all candidates receive proper consideration, the
above mentioned information must be provided in application materials.  We are also in the process
of revising the format of our vacancy announcement to assist candidates in remembering the above
requirements.

If you apply for a position outside of ORO or OSTI, you will need to follow the procedures in the
vacancy announcement or check with the organization’s Human Resources office regarding the
application requirements.  Please contact your personnel management specialist if you have any
questions regarding application procedures at ORO or OSTI.

Lois Jago, Chief
Personnel and Management
    Analysis Branch


